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ABSTRACT 

This report describes a program to expand the Books 
by Mail program at the Monterey (California) County Library* An 
introductory section provides background information on the 
development of the program, and the second section discusses the 
process of identifying target populations, which include those in 
geographically remote areas and the Correctional Training Facility 
(CTF) in Soledad* Strategies for publicizing the service are 
described in the third section* Three aspects of the Books by Mail 
service are detailed in the next section: (1) the collection, which 
includes popular trade and mass paperbacks as well as bestsellers 
L:^;ied through Baker and Taylor; (2) the catalog — a selection tool 
for subscribers — and its components; and (3) library procedures for 
service delivery* The two final sections briefly describe other 
activities of the Books by Mail program such as the newsletter, 
summer reading programs, and school visits* The appendixes, which 
constitute the major part of the report, contain a manual for CTF 
requests, and a tutorial for the Books by Mail program management 
system, which uses the PFS series of microcomputer software* (MES) 
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I . INTRODUCTION 



A service, to be successful, has to address a need that has 
been clearly identified, and respond to a demand voiced by the 
potential users. It also needs to be creative in taking the 
product/service to the user in ways that overcome the barriers 
faced by traditional approaches. 

The Books by Mail Program of the Monterey County Library was 
developed initially as a temporary measure, in response to an 
emergency situation. In the winter of 1983-84, a massive land- 
slide isolated hundreds of Monterey County coastal residents 
for months. The library was among the many services that the 
victims of the severe winter had to do without. It was during 
that period that a small group of Big Sur library users 
contacted the County Librarian to request library materials by 
mail, while the road reopened. Although no adequate mailing 
setup was available for such a service, the library adminis- 
tration agreed to mail specific titles requested by the coastal 
residents. 

Also in 1984, we began offering interlibrary loan and reference 
services to the inmates of the Correctional Training Facility 
in Soledad, through our direct contact with two of the insti- 
tutional librarians. The initial procedures were very informal 
and were not condi^cive to a well organized or effective 
service. The materials were physically picked-up cuid delivered 
by the institutional librarians, which was a burden on their 
already heavy workload. In addition, the inmates were primarily 
requesting materials to support their academic work and 
selecting them with the use of Subject Guide to Books in Print. 
This often resulted in extensive and expensive interlibrary 
loan searches for materials that were not always the adequate 
or useful. Furthermore, no selection tool was available for 
recreational reading or Spanish language materials. 

For many years, we had offered home delivery services to 
homebound disabled persons, with the asnistance of volunteers. 
This was a service ffiirly easy to coordinate in communities 
whore volunteers abounded and where great geographic distances 
were not a factor. However, it was difficult, sometimes 
impossible, to respond to requests in rural areas or in 
communities without a tradition of volunteerism. 

The Books by Mail program offered us a new approach to service, 
one that seemed to overcome some of the obstacles that we had 
faced when using traditional channels to serve a variety of 
non- traditional library clients. We decided then to explore 
other remote geographic areas where no library services where 
accessible, and to discuss with the administrators of CTF 
Soledad the possibility of extending Books by Mail to prison 
inmates. 



The development of this prog^^am'was made possible by a grant 
under the auspices of the Library Services and Construction 
Act, administered in California by the State Librarian. 
However, the opinions expressed herein do not necessarily 
reflect the position or policy of the U.S. Department of 
Education or the California State Library, and no official 
endorsement by the U.S. Department of Education or the 
California State Library should be inferred. 




II. IDENTIFYING THE TARGET POPULATIONS 

A. GEOGRAPHICALLY REMOTE AREAS" 

A mere glance at a County map that gives library locations and 
Bookmobile stops, made obvious the number of large geographic 
areas that were underserved, if served at all. However, to 
determine which would be our key target areas, we had to 
research the population characteristics and needs of each the 
focus geographic sectors. We had a clear picture of the needs 
of the communities in the south coast. We knew that once the 
road opened, many of them would return to their local branch. 
However, the branch is thirty miles south of the. nearest 
library or Bookmobile stop, and there are forty miles of 
winding, dangerous road between the branch and the San Luis 
Obispo County line. Therefore, we suspected that possibly 
hundreds of people on the Coast, north and south of the Big Sur 
branch, had limited access to library services in the best of 
conditions. 

Similarly, there were pockets of populations between all of our 
branches in the Salinas Valley, and especially in the area 
known as "South County", south of Greenfield and up to the San 
Luis Obispo County Line. Another extensive underserved area was 
the eastern region of the County. 

To gather information about potential Books by Mail users, we 
analyzed statistical data provided by the County Planning 
Department. Census tract information was, for our needs, 
useless, since it is not specific enough in its coverage of 
sparsely populated areas. The census tract \^ras often so large 
that it encompassed either an urban area or an incorporated 
town with its own library facility. More useful was the 
information supplied by enumeration district records. After a 
careful analysis, we concluded that approximately 9,000 County 
residents would qualify for the service. These were people who 
lived at considerable distances from their nearest library or 
Bookmobile stop, who were occasionally isolated because of poor 
roads or severe weather conditions, or who were served by a 
library with limited service hours. Also included were children 
who were served at their school by the bi-weekly Bookmobile 
stop, but who had no access to library services at home during 
the summer. No information was available as to an approximate 
number of homebound persons who would use the service. 

After gathering statistical data, we decided to survey some of 
the potential users to determine the level of interest that 
existed in a service of this nature, and the level of support 
that we would get from within the target population in 
spreading the word, once the program was in ploce. The latter 
was of particular importance, since we suspected that 
traditional means of publicity would 
probably be inadequate in reaching this population. 



Rather than attempting to mail hundreds of letters anonymously 
addressed to "Resident", we decided to target one or two 
individuals in each of the forcus regions and to mail the letter 
directly to them. To identify them, we spoke to our staff in 
small rural branches, followed leads based on personal 
contacts, located small markets in the areas, and when all else 
failed, used the reverse telephone directory. We targeted 
seventeen individuals, and nine responded. All expressed great 
interest in the service and offered to help us publicize it 
among their neighbors. They also gave us information regarding 
how they find out about services and products, e.g., which 
newspapers are most popular, which radio stations reach them, 
where the nearest .bulletin boards are, where people shop, etc. 



B. CORRECTIONAL FACILITY (CTF - Soledad) 

We were aware that all service plans needed the approval and 
support of the CTF administration. We began by meeting with the 
director of academic programs, who is also supervisor of 
libraries, and with the community resources mcuiager. In 
prepar '>ition for our initial contact with the administration, we 
had several meetings with the institutional librarians, which 
helped us understand academic programs and library services to 
inmates, specific needs not being met by their libraries, and 
procedures and security matters in the facility. 

The meetings with the administration resulted in the following 
agreements : 

a. The institutional librarians would be our direct 
contacts within the facility. 

b. We would consult with the mail sergeant to ensure that 
our mailings complied with the strict security regulations of 
the institution. 

c. Three inmate clerk positions, one for each facility 
library, would be created to handle Books by Mail operations. 

d. The institutional librarians would inform inmates of 
the service and encourage their use. The librarians would keep 
internal records of Books by Mail activities, ensure that the 
materials were returned, and develop the forms and procedures 
needed to manage the program in-house. 



All materials were mailed to and from CTF during the first 
year. For the second year, however, the institution offered to 
send their courier to pick-up and deliver the shipments. This 



wa: 

reduce 



established as the recpilar delivery system, which has 
ced considerably our mailing costs. 



Additional information regarding our service to the Soledad 
inmates is"" provided in Appendix A. 



III. PUBLICIZING THE SERVICE 



As described previously, our -initial contact with rural 
residents was through the key individuals who were identified 
in each of the target communities, local businesses, personal 
contacts, schools, or the criss-cross directory. We contacted 
them by mail or phone to begin our "word of mouth" campaign. 

Once the service was in place, we sent press releases to 
Monterey County newspapers. The Monterey Peninsula Herald and 
the Salinas Calif ornian published excellent feature stories 
with photographs. However, these articles brought responses 
only from residents of urban areas who were not eligible for 
service under the guidelines of the program. Requests from 
urban homebound persons were referred to volunteer outreach 
programs at local libraries. 

A more effective strategy has been the bulk-mailing of flyers 
announcing the publication of each edition of the catalog. With 
the assistance of the local post offices, we compiled a list of 
the postal carrier routes in our targeted areas, including the 
number of families in each route. Before the catalog is mailed, 
we call the post offices to verify the number of mail boxes in 
each area. A flyer is then mailed to each family. Since some 
rural routes extend into other nearby counties, we make sure 
that the flyer clearly indicates that only Monterey County 
residents are eligible for the service. The flyer includes a 
registration form, and should be mailed two months prior to the 
mailing of the catalog. 

We reach an average of 1,460 homes in northern Monterey County 
and 1,800 in South County with each mailing, totalling 3,277 in 
September, 1987. The response is always excellent. 
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IV. THE BOOKS BY MAIL SERVICE 



The Books by Mail program attempts to extend a full range of 
library services to its subsu> *bers. Therefore, in addition to 
offering a popular paperback collection, we encourage users to 
submit author/ title requests, and subject and reference 
questions. Materials that are not available in the County 
"Library collection, are borrowed from other libraries. The 
service U\ completely free. The return postage is also 
provided. 

A. The Books by Mail Collection 

The collection consists mostly of popular trade and 

mass 

paperbacks for children, adults, and young adults, in English, 
Spanish, and large print. Best sellers, however, are hardbacks 
ordered from Baker and Taylor through a lease plan, 

a. B & T Lease Plan - Books by Mail has a^ half 

membership i.e. 5 titles a month. We find that this is 

sufficient to meet the demand. You are not required to order 
exactly five titles each month. In some months, more than. 5 
titles are ordered, and in others fewer, depending on the 
selection. It is advisable to keep an open credit tov one or 
two titles, so that you may be able to order additional copies 
of those extremely popular bocks. I'he plan allows you to have 
up to fifty volumes at a time. Once you reach the limit, you 
must return some. Because of the high cost of mailing hard- 
backs, we purchase a paperback copy ol* the best seller as soon 
as it is published. If the demand for the title has decreased, 
we then return the hardback to B & T. 

To return books to Baker & Taylor, indicate the 
number of copies of each title being returned on the in^^entory 
sheet that B&T mails to you every month. Place the inventory 
sheet in the box with the books being returned. Return them 
using the label provided by 
Baker & Taylor. 

Our lease plan is renewed every January. 

b. Paperback Orders: 

As mentioned previously, the collection is a basic, 
popular one. However, it has grown to reflect the interests of 
• our diverse service group. For instance. South Coast usors 
seem very interested in Eastern religions, mysticism, nature, 
photography, and Calif orniana. The rest of the county seems 
more interested in best sellers, '*how-to" materials, crime 
storifis, and popular fiction. Among young adults, the series 
romances such as Sweet Valley High and Seniors, are especially 
popular. In the Children's collection, picture books and easy 
readers are favorites, as well as educational materials that 
serve the needs of the families that teach their children at 
home. 



Monthly, the books are ordered from Ingram's ADVANCE 
and PAPERBACK ADVANCE* ADVANCE covers trade paperbacks and 
children's titles. PAPERBACK ADVANCE covers mass market 
paperbacks and young adult* 

In addition to the Ingram catalogs, v;a consult other 
review sources, publishers' catalogs, or visit bookstores. For 
the "not so popular" siaterials, we have found that the 
offerings of Shambhala publications. University of California, 
E-Z Nature, etc., are particularly interesting. If poss ble, 
we select titles from these catalogs but order through Ingram, 
to take advantage of the 40% discount. 

Large print books were originally ordered from G.K. 
Hall and John Cur ley. During the third year, we subscribed to 
the standing order plaui for mysteries, westerns, and romances 
offered by Ulverscx'of t . To supplement the selection, we mail 
lists of other large print books available in the County 
Library collection to our large print readers, and include 
those lists in our bimonthly newsletter. 

Spanish language books are ordered from Baker & 
Taylor, Fiesta Publications, Hispanic Book Distributor, or are 
bought at bookstores in San Francisco. The most popular titles 
in Spanish among both inmates and rural users are American best 
sellers translated into Spanish, the occult, "strange but true" 
stories, self -improvement (from popular psychology, to writing 
letters, vocational training, resumes, job interviews, etc.), 
scandals in the Mexican government, true crimes, popular music, 
poetry, learning English, and materials about Latin American 
courxtries and culture. 

We purchased two copies of each title for the first 
catalog. Experience showed, however, that it was best to 
purchase single copies, with the exception of certain best- 
selling authors and popular subjects. This decision to 
eliminate unnecessary duplication permitted us to increase the 
number of individual titles in the collection. When a title is 
extremely popular, we immediately purchase or lease a second or 
third copy from either Ingram or Baker & Taylor. If we often 
need to request a particular title in interlibrary loan, we 
usually add it to the collection. 

c. Processing the Collection: 

As the books are received, it is recommended that 
they be grouped by categories, as they will appear in the 
catalog. This will enable you to monitor the development of 
the collection for each catalog. 
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The collection is arranged by accession number. The 
same beginning digit is assigned to books that are included in 
the same catalog. For instamc.e,. the accession number of titles 
in our first catalog begaui with 0, the second with 1, the third 
with 2f and so on. We also use special designations: B09.. 
for best sellers, J for Juvenile and Yoixng Adult, S for 
Spanish, L for Large Prinx, and X for Oversize. 

Paperbacks are re-enforced on the jutside with book 
tape, and inside the front and back covers with transparent 
tape. 

The annotations should be very short, mostly 
paraphrased from the publisher's catalog or the cover of the 
book. For the recommended structure of the annotations, please 
see the Self-Guided Tutorial of the Management System offered 
in Appendix B. 

B. The Books by Mail uatalog 

The catal-jg is primarily a selection tool for our 
subscribers. It offers approximately 1000 titles, all 
annotated. The catalog has the following components: 

a. The cover displays the program logo, the date of the 
issue and the general contents. The back offers all the 
instructions regarding eligibility and use of the service. The 
instructions are in English and Spanish. 

b. Order cards: two in English and two in Spanish. 

c. Back cover: Inside lists other County Library 
services and facilities: map with branch locations and 
information about the Bookmobile. Outside is a mailer, with the 
non-profit stamp, return address, and a space for the mailing 
label. 

d. Table of contents 

e. Book collection divided in the following categories. 
Each category is identified with a small logo. 

Best Sellers Children's Books 

General Fiction Young Adult 

Horror Large Print 

Mystery Spanish 
Suspense 
Western 

Fantasy and Science Fiction 
Romance 

General Non-Fiction 
Cookery 
Gardening 
Humor 
^Biography 
Parenting 

-13- 
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At the end of the Koiaance and Young Adult sections, a 
note is added to indicate that series romances, such as 
Harlequin for adults and Sweet Valley High for young adults, 
although not annotated individually in the catalog, are 
available upon request. 

Each title listing includes the catalog (accession) 
number, the author, title (in capital letters), and the 
annotation. For the computer printout instructions, please see 
the Self-Guided Tutorial of ^,he Management System offered in 
Appendix B. 



PRINTING THE CATALOG 

An i<;sue of the catalog is produced and mailed 
primarily to registered subsc;ribers each October and April. 
Ten copies are given to 3ach of the libraries in the 
Correctional Facility. In prep^iJJlng to print the catalog, 
please remember the following: 

1. The permanent masters (covers, instructions, title 
page, order cards) should be sent to the staff artist to update 
two months before the actual cat* log is due at the print shop. 
As soon as the masters have bee ; apdated, they may be taken to 
the printers, with a printing requisition. At that time, you 
should also schedule the printing of the entire catalog. 

2. In producing the computer printout, use a new 
printer ribbon. Use compressed print (high speed font, 16.7 
pitch) in all categories except large print. Use w^u^^w. ^ nt 
and 10 pitch for large print. Print each category separately. 

3. Each title entry will have only four lines, and 
there will be one space between entries. 

4. The computer print out is sent to the staff artist 
who will complete the layout. You don't need to begin each 
section at the top of a page. The use of a logo for each 
category sets it apart. 

5. The camera -ready masters are sent to the print shop 
with the printing requisition. During the printing process, it 
is important to check on the progress. This is especially true 
when the completion djite ni»ars. 
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C. Serv,*ce Delivery 

The following section offers detailed information about 
the procedures followed specifically in the Monterey County 
Library. However, these steps may be adapted to fit the needs 
of any other library. 

The Books by Mail office is equipped with shelves for 
the collection, a postage mnter and scales, and a personal 
computer that is used to manage all activities. The use of the 
computer management system is described in the Self-Guided 
Tutorial, Appendix B. 

Mailing supplies include reusable nylon bags, mailing 
tags, and the plastic strips that lock the tags in place. 
Detailed information about the actual mailing process is 
offered below. 

1. Book Orders: Order cards are sent to subscribers 
with the catalog and in each book that is mailed to- them. 



BOOKS BY MAIL ORDER CARD Date 

Name Address 



City Zip Phone ( ) 

Below, list CATALOG NUMBER and TITLE for each book you select. 
NUMBER TITLE NUMBER TITLE 



1 



2 5 

3 6 

// any of the above selections is not avaitabie please circle: 
SEND LATER SEND SUBSTITUTE CANCEL 
Indicate below if you have an AUTHOR. TITLE. SUBJECT or REFERENCE request; please give 
as much information as possible. 



As the orders are received by mail or in returning 
book bags, they are counted and sorted. Orders from rural and 
inmate patrons are recorded separately. 
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There are three types of orders: requests from the 
Books bv Mail catalogs, author and/or title requests (materials 
noflppearSg in the catalogs) , and requests for information. 

• The latter may be simple subject requests or complicated 
referencS qSStions. When ordering -specif ic titles, whether or 
- not frSm the catalogs, the users indicate if they would accept 
a substitute. 

Orders for titles from the BOOKS BY MAIL catalogs 
are searched first. The search is normally assigned to the page 
or the youth employment worker. If an item is not on the shelf, 
the number is circled in red, indicating to the Library 
AssiS?ant that the title/titles need to be placed on reserve. 

Orders that include author/title requests and/or 
information requests are handled by the Library Assistant and 
the Librarian II supervising the program. 

o Author /Title Requests: Library Assistant viill 
check the card catalog. If found, s/he will 
Library shelves. If on the shelves, the LA will charge the 
book to BBM on the stock cards before mailing it to the patron. 
If not on the shelves, the LA will check the stock cards to 
determine which branches own it and then request it from one of 
them. 

Searching the stock cards: The stock cards are an 
alphabetical listing by author (or title ^"^^^5,^^!^ 
entry) of the holdings of the Monterey County ^^^^^^ ,f 
These are separated in two files. Adult and Juvenile (including 
picture books, Er.sy, and Young Adult), ^ach card lists the 
Owning library and the copy of the book 

preparing the Author/ Title request form, list the owning sites 
on the right side of A/T form in a column. If a book is 
charged to a branch other than 149, 103, 14, 132, 22, 160, or 
19 it is requested directly from that branch. The brcoich 
being contacted is circled and written in LIBRARY REPORT. 
Book! held only by 149, 103, 14, 132, 22, 160, ^n^/or 19 are 
handled by the inter library loan staff. When received, these 
books are placed on the Books by Mail shelf in Processing. 

If a title is not found in the card catalog, and 
the patron does not want a substitute, the LA will then process 
it as an inter library loan. If a substitute i%^^^^f f ' f ^ 
Librarian II will handle it as a subject request. If a title 
is on order, a County Library A/T request form is prepared and 
given to the acquisitions clerks. 

o Processing Inter library Loans: Titles not owned by 
Monterey County Library are searched in BIP+ . If 
written on the right hand corner of the A/T form. Publisher and 
publication date are copied. CATALIST is also searched 
CATALIST is a list of the holdings, of California libraries pre 
1985, in microfiche. The holdings are listed in two ^^^^5. 
author/title and subject. Monterey County Library borrows from 
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ce-tain systems and libraries. These are posted, with tne 
abbreviations that appear in CATALIST, near the microfiche 
reader. By preference, libraries in CC (Central Coast) are 
chosen. Th; owning libraries are listed in the bottom center of 
?he A/T form, and CAT is written -next to BIP. If the title is 
not found, a 0 with a line through it, is written m the place 
Sf the owAing libraries, and CAT is placed next to "BIP FB" in 
the right hand corner. 

The forms are given to the Head of Administrative 
Services for her to assign a borrowing library or decide if the 
book should be purchased. 

o Subject request/reference question: The Librarian 
II will decide whether she will handle it or refer it to the 
Reference Librarian in the Administrative Offices. 

Books for rural patrons are grouped by family and 
placed on the Library Assistant's book truck on the BOOKS OUT 
side. Check-out procedures are explained in the Self-Guided 
Tutorial, Appendix B. Materials are placed in the reusable 
nylon bags and weighed. The mailing tag is addressed to the 
patron on one side, and stamped with the library s return 
address on the other. The mailing cost is determined by 
checking the current library rate chart. The postage neter is 
adjusted to read the appropriate amount, and the tag is run 
through the meter on both sides, therefore P^°^if 
with ?he return postage. Place the tag m the plastic pocket 
of the bag, with the patron's address showing, and secure the 
tag Witt- a plastic tie. Please remember to include an order 
cai-d and a plastic tie inside one of the books. It is safer to 
tape the tie to one of the date due slips. 

When the books are returned, cut the plastic tie, 
and place the books on the BOOKS IN side of the book truck, to 
check them in, follow the instruction given in the belf-Guided 
Tutorial. Books borrowed from other libraries are returned to 
the interlibrary loan desk. County Library books are placed on 
the Books by Mail return shelves in Extension, to be discharged 
from the stock cards. 

The books for Soledad inmates are picked-up once a 
week, normally on Fridays. Rubber band books by patron and box 
the books by facility -Central, North, South. Tape each box 
tightly and attach a large label with the name of the librarian 
and the facility to the box. 
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2. Postage Accounts and Special Mailings 

a. Postage Meter: The postage machine used is a 
Hasler. Our postage meter account was set up by the sales- 
person. The number is registered with the Steinbeck Postal 
Sub-Station, which handles most 'of our mail, with the exception 
of the b'.^k-mai lings and the business reply mail account, which 
are handlea at the Main Post Office. 

To refill the postage meter, we request a 
check from the Purchasing Department (made t to U. S. 
Postmaster) for the amount needed (we spent, based on 24 
mailing days, between March and April, 1987, an average of 
$22.35 a day, for a total of $536.40 for the month). Since 
sometimes it takes several weeks for purchasing to issue the 
check, make sure that you request it when you have close to 
$1000.00 left in the meter. Only even amounts can be added to 
the account. The post office sets the new amount in the 
postage meter. 

b. First Class Return: The return postage on the 
order cards in prepaid. In order to cover this charges, you 
need to set up a Business Reply Mail account (our number is 
V;-851). An application is filled out, and you pay a $50.00 
annual permit fee, a $100.00 account deposit fee, and a $160.00 
annual accounting fee (for over 1000 pieces) at the Main Post 
Office. The annual permit fee and the annual accounting fee 
are due each January. The post office will, bill you. Money is 
deposited in a trust fund to cover the amount of the returns. 
At the beginning of the service, we deposited $1000.00 

in the Trust Fund Account. From our first catalog in April, 
1986 to April 21, 1987, the account was only charged $190.43. 
This is in part due to the fact that some patrons send in their 
order cards with the books returned, rather than individually 
by mail, which is legal within the regulations of the Library 
Rate. 

c. Non-Profit Bulk-Mail: To apply for Bulk Mail, 
you will need to prove your status as a non-profit organi- 
zation, and pay a one time f ee 'of $50.00, and an annual fee of 
$50.00, due January of each year. Our account number is #323. 
We also have a Trust Fund Account that must have enough money 
in it to cover the cost of the mailing being presented each 
time. 

A bulk - mailing of flyers, carrier routed to 
both North and South County, totals $176.34, at the carrier 
rt. sort rate of $.055 per piece. A newsletter mailing to 414 
families totalled $35.19, at the basic $.085 per piece. 
Mailing the October catalog cost $162.14. It included a carrier 
routed mailing to North County at .253 per lb., and to 
registered patrons in South County at .263 per lb., plus .016 
per piece. 



The BULK MAIL KIT is available from the local^ 
post office. Please remember the following guidelines: X 

— Letters or Flyers: To bulk-mail, you must 
have a minimum of 200 pieces. Folded pieces must be at least 

007 ?hickrweigh less than 16 oz. , 'and be rectangular m 
;Sane no less ?han 3 1/2" x 5". Staples must be tight, so 
the mail carrier will not be injured. If they are not, 
the making may be discarded. Remember to have both the return 
address and noJ-prof it imprint permit printed on your master 
copy Otherwise you will have to hand stamp them on each 
flyer/letter. 

Letters can be stacked to 4" in height and 
then rubber banded. If there are more than 125 letters to one 
5 digit zip or carrier route, they must be bagged and labelled 
with the city and zip, or carrier rt, city, and zip. Letters 
must be sorted by 5 digit zip, 3 digit zip, or carrier ro^^e, 
SependLg on the number. Ten or more to the same ^^V> code may 
be sorted together. Fewar than ten to a zip code must be 
sor?ed by 3 digit zip. and banded with other odd zips with the 
same 3 digit beginning. On each stack of letters, th^ red (5 
dlSlt) or green (3 digit) pressure sensitive labels must be put 
tntVe ?ef?-hand lowe? cirner. A mailing list is Prepared by 
carrier rt., tow..s, zips, and number being sent to each route 
or zip. It must also include the name of the mailing 
orqanlzation, address, phone, permit number, date, and total 
items in the mailing. A copy is made for our records. 

To calculate the cost, the total number of 
pieces is multiplied by the rate per piece. The mailing is 
?aken to Bulk Mail area of the Main Post Office where the 
weight is checked. 

— Flats- Flats are items such as the Books by 
Mail catalog. To send bulk rate, there must be at least 50 lbs. 
An f^ats must be bagged and labelled. The sorting process is 
the same as for letters, except they may be stacked higher. 
Goods numbers are between 12 and 16, depending on the 
thickness. They should be stacked 6-8 in one direction and 6-8 

in the other i.e. heads to tails for each group of 6 - 8. 

ilso they are weighed and go at a lb. rate 

routes. 5 digit and 3 digit go at a f ^^^^^Jic 03 ne? piece 
above the weight 5 digit .016 per piece, basic .03 per piece. 
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3 . overdues 

a Rural overdues: The circulation period is three 
weeks with all boLs due on Fridays. However, because of che 
SnSeJ^alnty of the mail, we allow a two-week grace period. 

on Monday afternoons, after ^^^^S^/^^f Se""^^^ 
been checked in, the LA runs an overd^ ^iHeekS ^Please see 
titles that have been out for more than six ^'^^^^ ' .i^^^^s 
the Self-Guided Tutorial for instructions ) She then ^^ils 
overdue notices to patrons who appear on the list for the tirst 
?Ime and bills to ?hose who did not respond to the first 
notice. 

The bills are the Monterey County Revenue 
Recovery f=r.s that are used throughout ^^e Monterev^Oountv^^^ 
Library system. When the bill is sent, wc »v.wt/ 
patron until the overdue is cleared. 

CoDies of the bills (the blue and buff copies) 
are filed by da?f due and, then alphabetically by the patrons' 
!ast names."^ After 21 days, the blue form is S^^en to the 
iLlnistrative Services officer, to be forwarded to Revenue 
Recovery for collection. 

b. CTF Soledad Overdues 

Lists of overdue mater ial:5 are sent to each 

facility librarians and their clerks. 

Each quarter, a bill is sent to the facility 
nH>.=,T.ian for overdue and missing books. This is then paid by 
iie JIbJarian ^^om ?he inmate's ?rust fund account, through the 
procedures established by CTF-Soledad. 
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BOOKS BYJAib 




DATE DUE 



Please save the shipping bag 
and label. 

TO RETURN: 

-Put reading materials in the 
reusable shipping bag. 

-Reverse mailing label, and 
use extra plastic tie to 

.attach to zipper. 

-Place bag in mail. 

THANK YOU! 




Dear BOOKS BY MAIL 
Participant: 

Our records show that materials checked-out to you by 
BOOKS BY MAIL are now overdue. We need to have them 
returned for use by other BOOKS BY MAIL participants. 

Please return them as soon as possible. We will be unable 
to respond to your requests for other books until these items 
have been returned. Use the postage paid BOOKS BY MAIL 
bag to return them. We will appreciate your cooperation and 
look forward to continuing to serve you. 



BOOKS BY MAIL 
Monterey County Library 
26 Central Ave. 
Salinas, CA. 93901 
(408)424-3244 



BOOKS BY MAIL 

Monterey County Library 
26 Central Avenue 
Salinnas, CA 93901 



Sincerely, 



Librarian 
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V. OTHER ACTIVITIES: THE NEWSLETTER AND SPECIAL PROGRAMS 

The bimonthly Books by Mail newsletter giv^^^ 
opportunity to communicate ^^^^fj^*^? ions? new books, and 
fSrum to discuss Problems, ^°^°\^^f^;°;ers received from 
other 'wf?eatSre books on a subject 

Baker and Taylor. Usually, we ^^axu January, holiday 

appropriate to the ^^^try to supplement sections 

rflhelafarof ~;dl^?i;n°al l^^nt titles, young adult 
notable books, etc. 

«.F ♦•v,- newsletter is printed on the form 
The master copy of the ^^wsietxer a p m-house on 

bulk mailing. 

VI. SUMMER READING, SCHOOL VISITS AND OTHER ACTIVITIES 

M;,nv of our young subscribers have no convenient access to 
Many of o^^^y^y^""" . nbrarv during the summer, 
a bookmobile, public or ^J^°°^^"°^^2iy isolated: San Antonio 
Students of two schools P^^^^f^ljif^^^^^lore school ends, the 
and pacific Valley make sure that, bef or participate in 

iXoL^V SSilJog^r^ ToJierof tje catalog are sent to 
the San Antonio School on the Bookmobile. 

»,enever possible the BBM staM visits the class™ 

In'Mli'"?n"«"IIS'to S ^cussIn^^SrSM program, we also 
e^lSn the Scfivities of the summer reading program and 
distribute registration forms. 

The Mont^ev county^ibrary s^^^^^^ 
reading program. All '^^^^^^^^^t^^^.g of the activities as 

S*" Jfr-^^S^^Sn^e.T^rgl^tS'n-yer^is deSigned and 
mailed to our yoxong participants. 

Prizes such as stickers, buttons, certificates, etc. are 
mailed to those who reach 'che goal. 

Books by Mail users are also "J^^^^^^^'instrSctions 
county's annual bookmark contest. Entry rorms an 
are also provided by mail. 
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1987 
SUMMER 
READING 
PROGRAM 




JUNE15 through AUGUST 15 

Books by Mali will be o^^QX\r\Q a Summer ftead/ng i^osram hyMaU 
•forrural and homebound yomg reside^fs of Monfens|/Couhf/. 
Children of all aqe$ are. mloome fo perti'dp^tfi * 



ToRegisier -for Book, Malls MYSTERY hAANSION, pltost nfutn Maif fHi's/vm fo ; 



this portion offhePoim atidrece\/e fhn Program Packet- 



KAMB. 



cnrv 



PHONE. 



A6£. 



Bcof<s by Mail 
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APPENDIX A 
BOOKS BY MAIL SERVICE TO THE INMATES 
OP THE 

CORRECTIONAL TRAINING INSTITUTION 
SOLEDAD, CALIFORNIA 



CTF BOOKS BY MAIL R'EQUESTS: A MINI-MANUAL 



In order to assure your patrons the very best service 
from BOOKS 3Y MAIL^ we have some suggestions that may help in 
filling out the request cards that come to us. Please 
realize that the quickest response comes from items listed in 
the BOOKS BY MAIL CATALOG. Our fiction, suspense, science 
fiction, etc., selections represent the newest paperback 
titles in those popular areas. Also, the best sellers listed 
in our NEWSLETTER and latest catalog represent the most 
popular titles available for purchase each month. 



In this mini-manual, we will go through the request card 
item by item: 

BOOKS BY MAIL ORDER CARD Log no:g/ 70>^ 



M^mA: (l) John Smith id nolJ^Z^i^!^— 

w.r^A^A^^r^QJ AJnf^ Building 



^ircle if not available: ^ksT^^e^^bstitute/SShcol 
UTHOR ORJITLS REQUESXi. 



Author ! <QT Dprtni'f^j >^-4riVV- 

Jheck^TBBMCA^ 

B« sure name and title exact if found in BIP 

FOR SUBJECT REQUESTS: see the back of the order form 



1. NAME: Name of inmate patron: FIRST LAST. 

2. FACILITY: CENTRAL, NORTH, or SOUTH. 

3. LOG NO.: The number your facility library uses to keep 

track of your orders. For instance, NORTH uses a log 
book number as their control. 



4. DATE: Date of patron request. The batch of orders 

received on each day are searched together. If two 
patrons request the same book, the earliest patron 
order date is honored. 



5. LD.: CTF identification number. 

ERIC 
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6. BUILDING: Building, dorm, room, and bed number. This is 

for your convenience when the book arrives. 

7. CIRCLE IF NOT AVAILABLE: This helps us know what your 

patron would like us to do if his book is simply not 
available on the shelf at the time we receive the 
request. 

8. SEND LATER: We put the book on reserve or request from 

another branch or library. Reserves are honored in the 
order they are received. 

9. SUBSTITUTE: If your patron wants us to substitute another 

book, write: "OVER". In the SUBJECT REQUEST, write: 
"Substitute another book on parrots". 

10. CANCEL: If the book isn^t on the shelf of BOOKS BY MAIL 

or Monterey County Library Headquarters, send nothing. 

11. BOOKS BY MAIL CATALOG: If the book is found in the BOOKS 

BY MAIL Catalog, we need both the NUMBER and the TITLE. 
This is to assure that your patron receives the 
specific book that he wants. Sometimes, patrons put 
the wrong number, but the correct title. 

12. AUTHOR AND/OR TITLE REQUEST: Be complete ! Give as much 

information as your patron knows. In fact, if he has a 
source: SUNSET April/1987 p40 give that as well. If 
your patron finds the title in BOOKS IN PRINT, check 
and make sure the entry is correct. We need author, 
title, publisher, date, price, LC number, and ISBN. 
All this information usually appears in the entry in 
BOOKS IN PRINT: 

SktUoa* siiur. WmdmiUs of the Godi.*LC S6* 
23SS3. Feb. 19S7. 18.9S 0SBN O-6t8^6$70>8). 
Morrow. 

13. AUTHOR: Give the name of the author: LAST, FIRST MIDDLE. 



14. TITLE: Be as exact as possible! If you write: MILL OF 
GOD for WINDMILLS OF THE GODS by Sidney Sheldon your 
chances of getting a request filled lessen 
significantly. You are relying on the guessing power 
of BOOKS BY MAIL. WeVe pretty good guessers, but not 
perfect. You know if your patrons are asking for a 
specific best seller at a given time! WINDMILLS OF THE 
GODS appears in our SPRING 1987 Catalog in the Best 
Sellers section as number B0944. 

15. CHECKED BBM: This means you found the book in one of 
the^BOOKS BY MAIL Catalogs. A serious attempt should 
be made to find each book in the BOOKS BY MAIL catalogs 
and recent best sellers in our newsletters. In library 
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jargon, this is called "searching" and is part of a 
library clerk's responsibility. You may want to keep 
the lists of best sellers from our newsletters near 
your work area. We some-times receive as many as 10 
books in an order that appear in BOOKS BY MAIL 
catalogs. Again, we*re good guessers, but not perfect. 
Your patrons get faster service if it is available from 
the catalogs. Even our reserves move faster than the 
county's in many cases. 

16. CHECKED HIP: This means the source for your title was 

found in BOOKS IN PRINT. 

17. CHECKED CATALIST: CATALIST is a record for the holdings 

of California libraries. However, it has not been 
updated since 1984. If you want a current title, it is 
best to do it as a SUBJECT REQUEST. 



18. SUBJECT REQUESTS; If you are interested in a topic, it is 
better to send it as a SUBJECT REQUEST. For instance, 
if you are interested in the subject of GYPSIES, it is 
a good idea not to use BOOKS IN PRINT. Monterey County 
Library orders new books all the time on many subjects. 
The title you request may be older, less complete, or 
not available locally. This means a much l onger wait 
at your end. Remember, Inter-Library Loan has a cut- 
off price for ordering books. If your request does not 
meet this criterion, ycu will simply be told it is not 
available. An example might be a request for a book 
about GYPSIES. Your patron checks BOOKS IN PRINT and 
finds these tiUcs: GYPSY ROSE LEE (a book about an 
American actress, who was NOT a gypsy), GYPSY IN AUTUMN 
(a woman's romance about a gypsy girl in the 18th 
century), GYPSIES AROUND THE WORLD (a travel book about 
a family that sails a schooner around the world). 
Whereas, books about GYPSIES might be entered under 
other tiUes: AN ALIEN PEOPLE IN MANY LANDS, EUROPE'S^ 
GYPSY MINORITY, HITLER'S PERSECUTION OF THE GYPSIES. 




please give as mucn information a possible 
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BOOKS BY MAIL PROGRAM MANAGEMENT SYSTEM 
A SELF-GUIDED TUTORIAL 
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• The BOO.S bv Mail .ll^.r^^^^^^^^^ IT^ S -^^0 

postage free library service to 5^!^°^^^''''^^ annotated catalog is 
institutionalized and homebound persons An a^^^^^ Included 

published twice a year and °^lts and children, and in large 

Ire books in English and Spanish, *°^^^^^i^"|nts of all ages, however, 
print for readers with low vision. J^f^.^J^PJ^J^ choice! even if they 
are able to request the reading materials of tneir cnoi 
are not listed in the catalog. 

subscribers select bcoks frcm the catalog or write the aajne of an 
author, title of a book, subject or reference ^uest-n^^on ,^ ^^^^^^ 
cards supplied with the catalog. ^'•^ nylon reusable bags. 

The progrL staff mails the materials t| ^^em ^ ^ J^-^Se return label: 
The return postage for every bag is pre to return the 

therefore, readers don't have *° ,^^|'\he boSkI in the same bag, slip 
^r;t^ti^n*liLfll^he%rcktt,*L'/le:ve^the bags in their mail boK. 

„e began exploring this -rvice alternative at ^^t^^^ 

^iiTT^sizt'. ^pf t o% 

similar services and visited *helr sites^ It De activity 
Th^Tetrofecrel'; %o:r/"be ^Srt?me""aSid time consuming if managed 
I only with manual procedures. 

our library had no automated circulation s^^^^^^^^ Re- 
members of our staff had, at the ^ ' ^Jf the Books by Mail 
computers. We felt that, because of the ^atur ^ separate 

program, i.e., a very specific J^^^jet pop ^^^^^^ 

collection, and as an «^P/^i™^^^^l/ P''°'Xam with its own procedures 
developed as a self-contained library PJ°9J^™;^ Books by Mail as our 
and management system. We ^^^ided then to develop ^^^^ ^ ^^^^^ 

l^li^^^^^^' \^V:u?om\ttd^ libraries, with limited 



resources . 



we defined an affordable system - on^.^^^^^^^^ TeToft^lre ^ 

personal computer, and low-cost, of f the |Jelve sottw ^^^^ ^^^^^ 

Sould need to be easy to use f^.^f^J" use. 
that had not been previously familiar wiT:n corny 

MICROCGIIPDTER USED 

X rio V r.nf» disk drive, 30 MB hard 
Compaq Deskpro (IBM compatible), 512 K, one disK 
disk, and a cassette back-up system for the hard disk. 

SOFnURB SELECTED 

AS mentioned previously one ll,f.%,f,il^^^^^^^^ 
project was to. demonstrate *?^V«n?d be easily and inexpensively managed 
automated library environment could f^^^^^^lly available software, 
with the use of a microcomputer ^^J. ^°!J^fn the use of computers. In 
even if the staff was not ^«-V/?cperienced In the u^^^^ ^^^^^J^ ^^^^ 
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. The .FS series Is f^^^^^^^^^^teZT.or^^^ekuls^^ 
rather all-purpose *"?f"??.tfo"|"„posed by the nature of the 

:lAtSrl!Thfs; l^iri%rdlsfurse'/rs"wraei:^rlhe oZ procedures In the 
pages that follow. 



PROGRAMS USED 



PFS PROFESSIONAL FILE - Data base manager 
PFS PLAN - Spreadsheet 

PFS PROFESSIONAL WRITE - Word Process ang 

a. . data hase.Manager Is a computer Pro,- that enables ^you^^to 

create, store, retrieve, search, update, ana ° developed 

TO manage the operations "'J^e Books by Mall j^e and 

rrc<^lStrors%elord"trat':rrrer„rt5; tii^ud^et spreadsheet. 

to re^c-d ^^^^^T^^^^ 
our budget and to keep our statistics. 

c A word processing program enables you to create, P^^"*' 

c. A wora piwv,co a ^„„v, a«= iptters reports, memos, etc. Pro 

•trieve, and edit documents such as ^^^^^^^^^^^P^dence, newsletters, 
lofessional Write was ^-^^ °word processing iA this tutorial, 

sfn^lt wil-no? u^ed^t^fny way'thlt was splcific to our operation, but 
given all-purpose applications. 

TUTORIALS 

These tutorials were written or ^a^^»i™pu^- ".^f .rcLtlry 
drives. If your computer has a hard • P^" ^ f„ be a manual for 
adjustments to the text TheJ:utorial| are not me t to be a^^ ,^ 

all the applications of = 1°"""'' ' JJJt fonL information, consult 
rouflp^S "'Thrturotrafs-a/srasfutrfhat you are familiar with 
an IBM PC style keyboard. 
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PlIROI REGISTRATIOI FIIS 

- -—.I 3:,4E. 531- li 

identification number : foUowed "Y three d^g ^^^^^ ^^^^^ 

^ll^ti arth:%orrec?r:nal''LclUtv for prison inmates. 

^^^r^i^i^^^ :o%1%%%eo\\\e%-?e%ie1 ^ 

c. Date registered and activity per year ;^^f^l^%^i^'°JtlZ''Te 
which patrons „ot satisfied and why. Patrons 

called tc find out if they ^J^^ „e deleted form om' 

feco-rd's! there^r^e^ mr ? - o|r files ^are always^up^to 
fartkcifaits ^atTll tl^er^nd lave ro^when we do our mass 
mailings. 

A d. overdue record - Alerts staff of delinquent patrons 

e. comments (special needs. int«-\-„,f L^lJ'^" 1 

readers who "ant large print books. _^^o^^^ ^^^^^^ 

particular subject. May also °^ " times when special 

?hild. This is particularly helPfal at If ^^ ^^^^^^^ 
mailings about summer reading programs are oeing p 

CRKBTiaG THE PATROM HEGISTTliLTIOM FILE 

^ „ -hiirn^r? Off but your monitor turned on, insert the 
^is"."oUrtLrrstrm r/or Prolra^ dinette in drive A. 

^ ..o-ii- until the red light on the drive goes 
^oirprers"ret:r"ir ' X'^^^T^^ flL^romp^s. 

3. ^en the A> appears open drive A remove the -S^dis^ette. insert 
the PES Professional File '"f PF) dask ln_^^^^_^_^ ^^^^ ^.^j ^he 
formatted disk m drive B. lype rr c»«u 

light goes off. 

4. When the PF main menu appears on your screen, you will have the 
following choices: 
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1. Design 
^2. Add 

3. Search/Update 

4. Copy 

5. Report 

6. Setup 

V^- R. Exit fi-O 
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t« , ^ t^rsA tvne^ 1 The Design 'Menu than appears. Select 1, Create 
^J^lTj "nLJ.e prompt w?ll be displayed B:\ . 
Type PATRONS and press return. 

6.' At the blanlc screen, ^ype the followi^ng^ field -^l'^^- ^^^^t 
each field name with a = ^^^"y^earching for an exact match 

fastest way to retrieve a form J,^.^^^^^^''^i!.3t field- one that will have 
in the first field. Remember to make your tarst rie^a 
data that is unique to each record) . 

ID #: 

TITLE: FIRST NAME: LAST NAME: 

ADDRESS : 

CTATE • ZIP : 

CITY: biAifi. 

REGION: 
PHONE: 

DATE REGISTERED: 
ACTIVITY PER YEAR: 
OVERDUE RECORD: 

COMMENTS: (Special needs, interests, erc.j 

7 When you are finished typing the field names, press FIG to save the 
^sign. PF then returns to the mam menu. 

f YOU are now ready to begin adding information to your patron file. 
The program will create a form or record for each patron. 

i««4. o ( t^ArW A COPY of your design will 

9. From the main ™^nu, select 2 ^^dd) . A copy y ^^^^ 

■ ZV'r^er.:;.:Z: .S-sp: ^--^ -Waa, ana 

that you always use two digits (e.g. 87/09/05). 

10. The following is a sample of a complete form: 
ID #: R-678 

TITLE: Mr. FIRST NAME: John LAST NAME: Smith 

ADDRESS: Route 1, Box 355 

, ^ STATE- CA ZIP: 93985 

CITY: Lucia biAic. 

REGION: South Coast 

PHONE: 555-5666 

DATE REGISTERED: 86/04/15 

ACTIVITY PER YEAR: 35 

OVERDUE RECORD: 0 . ^ 4- o+.^ \ Needs Large Print, prefers 

COMMENTS: (Special needs, interests, etc.) Needs Large 

^^sterns . ^ 

11 When you are finished entering the i^f^J^^^l^^^^lfblin? ^""^^^ 
Pli^ store the record in your Patrons file. Another blank 
„_9_)y of your design will follow. 

30 
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112 The Droaram offers some time saving features. To view these °Pti°ns, 
ir^ss p/when you are adding information or -Plating a form. The pull 
down menu for Quick Entry will appear on your screen. Of these 
f^»t«res "Ditto Field" or Ctrl F is the most frequently used ^by °ur 
s?aff It enables you to repeat information typed on the same field in 
the pUvious form. However, it can only be used when are adding 

inlo?mation, not while updating. Consult your PFS PF manual for further 
instructions. 

13. To search, update, or change information on your records: 

a. Go back to your main menu by pressing the Escape key. 

b. Select 3 (Search/Update). 

c. At the Search/Update menu, select 1 (Review/Edit records) 

d. The search form (a blank copy of your original design) 
is then displayed. You may search and sort information by every 
field in your design, simply by moving the cursor to tne 
field and typing the appropriate information. For instance: 

(1) You need to update the "Activity per Year" field for a 
narticular patron. At the search form, move your cursor to 
"IS #" a^d type patron's number, if available. Press FIO. An exact 
match will be displayed immediately. If no ID # ^J' ™°r| 
the cursor to "Last Name" and "First Name", and type the Patron s 
name. Press FIO. The program will then ^5^^^^^ 

base until it finds the name. If it is not the right Patron, but 
another patron with the same name, continue Pffssing FIO until the 
right pa?ron is found. Move the cursor to the Activity per Year 
field, type the figure (type over the previous one, if needed), and 
press FIO. 

(2) If vou want to view the names of patrons registered in a 
regioL, move your cursor to the "Region" field of the search form 
?v?e ?he name of the region and press FIO. The first name found 
llfl be displayed. Continue pressing FIO until the P-f- informs 
you that no additional matches were found, ^t this point the 
program will also tell you how many forms were actually found 
giving you a total number of the patrons registered in that 
particular region. 

14. PFS PF allows you to print complete or =^l^^^!^^l.f °^ 
registered participants. For instance, you need an alphabetical 
lift of patrons who registered but have never f thlt ^here is 
numbers. (Make sure that your printer in on, on line, and that there is 
sufficient paper). 

a. Go to the main menu and select 5 (Report). At the report menu, 
select 2 (Print list) . 

b. The program will display the "Type report i^st^^-r^i"^^" 
It is asking you for the order in which you would like the 
information ?o be printed. The information will appear in columns 
on the print out. Type 1 by the LAST NAME (program always sorts by 
the field marked as 1), type 2 by FIRST NAME, 

and 3 by the PHONE. Press FIO 

a c. The program will now display ^he "Choose records ^o^^it'- form. 
Er|c to ACTIVITY PER YEAR and type /.^. to find all blank entries. 
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Press PIO. 

a. At the "St options form eove J-fv%)" fnd t?pe N. so 

tZ?"he S'-iasrn^e'?. "Ild"«ls" etc.. will not appear on the 
copy. Press return. 

n 4.^«n« make the adjustments required by your 
e At the Printer Options, maKe rne aaj 
printer and press return. 

+.v,T.».R lists pertaining to patron 
15 in the Books by Mail ""^H is t^e overdue list, which 

records are printed on a regular basis . an alphabetical 

be covered in the next *f °^^^i;,d*'^ldentif ication numbers, and a 
listing of names, with addresses, and iaen^x ^^^^ ^ 

'nst' L numerical ^ f-Vw'o'^Usts Til aiso be explained in the 
and addresses. The use of these two 
next tutorial. 

A To print the alphabetical list: 
\ Oo to themainmenuandselect 5 (Report). At the report 
menu, select 2 (Print list). 

h. The program will display the ;Xvpe «P°%\f -"-i??!; t'o^b^ 
^^Vl^" T^V VL^ t^^. °VPe 2 by FIRST NAME. 3 by 
SesI; IZ OITV^nd 5 by the ID *. Press FIO 
c The program Will now display the "Choose records to ed.f 
lorm Irels PIO to print all records. 

^«.t« -ho "Header 1" sind type 

d. At the List options *?hen mo" down to "Print 
ACTIVE PATRONS ""pag" width" according 
t'o'1he'^P%' if'pilnteT^nd papL used. Press return. 

« 4.<«r,o make the adjustments required by your 

e. At the Printer Options, make rne aaj 
printer and press return. 

B. To print the numerical list: 

a CO to the mam menu and select = (Report,. M the report 
menu, select 2 (Print list). 

^Typ^ ^b^lH^^y^eW^^^^^^^^^^ ' 
SdRESS, and 5 by CITY. Press PIO 

. The program will now display the "Choose records to edit 
?orm P?ess PIO to print all records, 
d. At'the List options form move a wn^^^^^^^^^^^^ 
S^V%)■^^;P ™te 'tl'"Page'width" and adjust as needed. 
rn?r> Press return. 
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e. „ the Printer Options, adjust as needed and press return. 

,e P.S p. ano«s vou to delete ^'.0^^/^''^,^: ^^^^^^ Z S 
S^o^^a^d^^ -"e^^^^^^^^^^ s1ar%\\nr:na ^latln^ «les. 

A. oslng Delete function: 

a At the Main Menu, select 3. Search/Opdato . 

At the search/update .enu. select Delete records. 

P.o.ra„ will the^^ "--^ -/„.=r'Trfsl Al ' ' 
form. Move to ID # and rype 

^ ^v,=.i- the record will be removed 
d. YOU will be warned that t complete process, 

permanently from the file. Press re 

B. Using direct commands: 

a. At the Main Menu, select 3, Search/Update. 

1 Review/Edit records. 

b. At the search/update menu, select 1. Review, 

c. program will then display "Choose records to^f i^^^';,, „ ^e 
I^lterpi^lrpfo^'onrtreTi^hrfo^m appears on your screen, 
proceed as follows: 

■Fif.id move the cursor 

*To erase information .^^Pf^f 
to that field and press Control (Ctrl) E. 

onri von need to delete 
• If your form has more than l^ts! press the Pg Up 

all the information from f f ,„een. Then press 

or Pg Dn keys until the rignT: pay 



Ctrl P. 



F3 to 

,To delete the entire record (all pages at ^once) . IZl^.^^t 
pull down the Form ™f"^' P'^Jf be deleted permanently. Press 
the entire record is aooui: 



return 
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TOTORIAL II 



BOOK COCLBCTIOI FIIS 

The collection data base was designed to be an on o d.r/^ile, 
a tool to generate the Program l^^f^^^ ^ "?he first page 

and fourth are used to enter reserves.. 

The form includes the following information: 



and a 
is a 
third 



FIRST PAGE; 
CATALOG #: 



An accession number assigned by the staff. The Jicoks are 
fhelvl^'anrpatrcn requests are IJ^" beg"-lnT with the 
number. It consists of four ^^S^^s, ° 9 « j^. h the 
number that identifies ^he ^ssue of the catalog in ^^^^^ 

book appears. For i^f '^olk ?rom the second catalog 
catalog is numbered 0456, ^°°^g-f "^"^tc Some catalog 

1345, from the ^^ird catalog 2678 etc identifies a 

numbers, however, began with f \ juvenile book 

special category; e.g. JO^^^.^It^^lgn^^^^^ 'a best seller 
listed in the first " wis used for large 

listed in the fourth catalog, etc. 
print S for Spanish, and X for oversize. 

COPY #: 

AUTHOR: Last name first. 

4.v.^4. <+- tnav be easily identified in 
TITLE/BK: All in capital letters, so that it may be easily 

the catalog. 

PUBLISHER: 

DATE: Copyright date. 
PRICE: 

SOURCE: Name of vendor. 
ISBN #: 

CATEGORY: Categories included ^nfe catalog are: bestsellers, general 
fiction, mystery, ="^P^??^4,"^^''"SierY, gardening, humor, 
iroraphv!Ta-«ng!Thlid:in-?; bro^s-;" yo'ung adult, large 
print, and Spanish, 



TKPRAM #. Most of our paperbacks are ordered from Ingram, 
INGRAM #. M^^/Z^^^iilble expedites reordering. 



Having their 



J 4_ nrtn-flction books. This 
O^^/S0B,HCTS,S,: f -^'.1=^ irSefrrwhfn fi^lin^slt Ject requests. 
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^TUS^ToN ORDER/DATS; REC'D/DATE): Date in which book was ordered 



and" received. 

ANNOTATION: A short summary of the contents. This information is 
ANNOTATION. ^^^^^^^^ ^^^^ catalog to assist patrons with their 

selection. 

TIMES CHECKED-OUT: Times a book has circulated. This information is used 

to weed materials and to refine the selection 
criteria. 

SECOND PAGE: Circulation 

CHECKED-OUT TO ID#: Patron's identification number. 

DATE DUE: Books are always due on Friday. It is a four-week loan 
to allow for mailing time. 

OVERDUE SENT (DATE): Sent two weeks after due date. 
COMMENTS : 

THIRD AND FOURTH PAGES: Reserves 
Rl: First reserve. Enter only patron's ID#. 
^^TE: Date reserved. 
COMMENT: 

CRBATIMG THE COLLECTIOM FILE FORM 

^«i««4- 1 nf»Qian At the Design Menu, select 1, 

1 At- the PP main menu, select 1, uesign. av- v-^ic • „_ 

return. 

2 At the blank screen, type the following field names. Remember to end 

field name with rcolc^^ ( : ) to indicate where the. field ends, and 
?r?ry to™your f?rst field ^ne that will have data unique to each 
record. 

/,»n,»rrt^ * COPY #: 

CATALOG #: 

AUTHOR: 
TITLE/BK: 

PUBLISHER- DATE: PRICE: 

SOUrJI ISBN #: 

CaSrY: * = 

^P/SUBJECTS{S) : 

STATUS (ON ORDER/DATE; REC'D/DATE: 
ANNOTATION: 
E^ES CHECKED-OUT: 
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lEnd of first page. Press Pg Dn. Type the following field names: 



CHECKED-OUT TO ID#: 
DATE DUE: 

OVERDUE SENT ( DATE ) : 
COMMENTS : 



End of second page. Press Pg 


uii . ^jy^ 


RESERV&S 


/ PMTPP PATROW'S ID#^ 




Rl: 


DATE: 




R2: 


DATE: 


COMMENT : 


R3: 


DATE: 


COMMENT : 


R4: 


DATE: 


COMMENT 


R5: 


DATE: 


COMMENT : 


R6: 


DATE: 


COMMENT 


R7: 


DATE: 


COMMENT : 


R8: 


DATE: 


COMMENT 


R9: 


DATE: 


COMMENT : 


RIO: 


DATE: 


COMMENT 



o-j tMyA naae Press Pa Dn. Page four will be (or additional reserve 
retords TYpe'Xs as Ibove tut labeled Rll to R20. When you complete 
your design, press FIO. 

3. To add information to your file, proceed as described previously in 
TUTORIAL I. The following is an example of a complete form: 

CATALOG #: 2364 ^ 

AUTHOR: Beard, James „„„„„«^„Tvr. 

TITLE/BK: JAMES BEARD'S MENUS FOR ENTERTAINING 

PUBLISHER: Dell Sc^M^/'oMf 4455I:!' 

SOURCE: Ingram Sat^ t llttl 

CATEGORY: Cookery INGRAM #: B-44556 

NF/SUBJECTS(S)j Entertaining, menus 

STATUS {ON ORDER/DATE; REC'D/DATE): Rec'd 87/07/05 

ANNOTATION: Entertain with ease, imagination and style. 



ERJClIMES CHECKED-OUT: 7 
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md of first page. Press Pg Dn. . . 
CHECKED-OUT TO ID#: R-556 
DATE DUE: 87/05/19 
OVERDUE SENT (DATE): 87/06/23 

COMMENTS: Book is in very bad condition. New copy has been ordered. 
Withdraw from the collection. 



RESERVES (ENTER PATRON'S ID#) 
Rl: R-029 DATE: 87/05/26 
R2: P-23456 DATE: 87/06/12 



COMMENT: Patron has o/d books. Check 
his record before mailing. 

COMMENT : 



word of caution when 



entering the annotations: if you plan to 

?-?r.vS ^^^^^ tr.^^ ^^^^SB 

spaces) per line. 

AS mentioned previously, the nature of the software imposes some 
llmitftirnf to the flexibility and simP^c^^^V c°?:^s\^°?eren:: 
sianificant problems are, first, that we cannoi: raeiyc w «vlna 

instance, a patron is "^^^I. ^,hen checking out a reserved 

consuming and tedious. 

the time spent in handling the information. 



ERIC 



37 



-12- 



CHECK OOT A BOOK 

A .select 3 (Search/Update). 

I. „ the main menu, select , Beview/Edlt records). The 
, At the search/opdate menu, J^^-^XJ J'^Zog number and P«ss FIO. 

*• 1. w^ll be displayed. Type ^ „.>.v,^„ two seconds. If 

search form wi^JJ^^ | |ar on your screen within two displayed. 

l-^"t^c^ofrUt"copv I. continue pressing ^^^^^^ 

3. press Dn to t^e circulation pa,e. TVPe^^patr- 
be on the order form, and Tine a 

4. Remember, you may search -^,„^f,r«efd" W'the appropriate 
design, simply by ■"""i^'S =""1 „ou need to find a book "=°''*^^^^*sl 

"ti"bS^%"'=ls'rn'theTirs" field of your design. _ 

10 CHECK BOOKS IM 

* select 3 (Search/Update). 

1. At the main menu, seieci: o v ^ 

-, ^ 1 /Review/Edit records). The 
2 At the search/Update menu, ^select i ^ number and press FIO. 

s'earch form will ^%f-f^X'J\^:.r 'screen^' If'it is not the correct 
The correct title will ^ear on Jo displayed. 

copy #, continue pressing FIO ^^^^^ 
3. press Pg Dn to the circulation page. Press Ctrl 

information. r^own 

Tf there are reserves, jot do^n 
. press pg ■>n,^,= ,r yrurT/erSII- list tl ensure that patr=n is^ not 
?eUn^ent*-presl PS V to circulation page. Type Patron 
date. Press FIO. 



pKTMTJMG THE CIXAIOG 

. catalog Of approximately - --/%rrTht Winter Ted' if a 

The program gives you the c^of" °* ^J^S^ae?, °or t^ colons with a 
titles bv the saie author in alPha^^^^^Ltn vertical. We felt that 
horizontal alphabetical sequence, "ther than print only 

?h°Is"ou'?i P^ti^rllbfaryTrlphlc ^r^^^^^^^^ ^^'^ " 

c-rum=LTr%«e^Vt^^^?^al^fyou^. 



„ ^4. at the report menu, select 3, 

select 5, Report. At "cne rci'v* 
2. At the main menu, sexect o, f 
Print records or labels. 
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The "Type report instructions for records or labels" form will appear 
lines. 

i After Dressing FIO, the "Choose records to print" form will appear. 
Type l"^ next ^o cop^ Mo- *° and type one of the 

categories used in your catalog (e.g. Romance). Press PIO. 

5. At the "Records or labels pptions" form type: 

: ?f"Tou'%rpfintfn"twrco;u«ns, change "Number of records/labels 

-St'"pt/e- JnU"%='r?hf3 ^will ,ive you . lines of text plus 
one space per record. Press return. 

e. .printer options" = O^-^e 'p^^^^ron'eac',: la",^!''^" 

^^farioTe ar':Lufll/°srnce';tUril no lines per pa,e control 
L^^prfnie^'oifir^s r^^rre^/rvoi^Vlntrr'-prrss l^.. 

foMTn' ^fnti'n^ rele^^^listr Tof spVoiri-^airin^s 
activities. 

for er. ^^^^J^^^ ir^rnr/lira^r^tterials 
or software. 



P RITI BG THE OVERDOK LIST 

pa,e ^o^r co!ieo?=t:nrs-^ ^ - 

print. Please adjust your printer at this time. 

•1 K oo«n-r-h At the report menu, select 2, 
I, At the main menu, select 5, Report, at: T:ne r^f 

Print list. 

^- - --to'?rii=rnTarCe^'; 

by Title, 1 by ID #, and 2 by Date Due. Press FIO. 

^« form oress Pg Dn and move the cursor 

3. At the "Choose Records to f '°|"^„PJ|=?hat were due on particular 
to Date Due. If you want a list || format: yy/mm/dd. However. 

?ryou"iInt ^r,r^t a^"— sive lis? o^^^aU^ overdue booUs^ou 
:fS'ir?nTse^^°iceT%n^ »p'r\Tl ^9tl'lnd\"ur*"l%?«t 'overduJ date due 
irCitM. vour^-- Win .e^typed as follows: 

O I Dash and "greater than" symbol, 

press FIO. Q Q 
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Ai: the "List options" form, move to Header 1 and type Overdues as of 
^J/mm/da. Move ?o Page width and type 135 (if printing condensed 
print), press return. 

5. At the Printer Options form, adjust to fit the requirements of your 
printer and press return. 



40 



-15- 



J' TXI ACQOISITIOIS Dhth BASK . , ,„ „s keep track of 

developed to help us keep^^^^ ^.^^ 

The acquisitions data ^--^/^^.is. It ^f^^to Profuce our 
our purchases on an order by^^^^^ ^^cluded in the design, all 

the spreadsheet used to^^ forranl^s -je^^-^^^ program, 
expenditure ^|P°/^*/l^t^ ^^e automatically 

mathematical calcua information that ^^i^^.^^PP ^lons from 

The following fields are used: ^^^^^^ ^^^^ charged, 

coordinator, and LA 
%C0MBHA»0E= Amount enc^^ered for 

DATE ORDERED: 
VENDOR: 

^^^^ , 4 4.~m« received. 

opp'D- Number of items >■ within a 

* 0. ITEMS REO D. N ^nth^needs to be 

/=MiJrin"w?^- P^^^^^^^^^^^^ expenditure., 
quarter). Montn i spreadsheet , , order, 

spelled exactly invoice received for thenar ^^^^^ 

XHVOXOE 1= l^larrtrfe *f=r'ip to J-^t f l-il- 

-UHT i= — 3^afier1- invoices, .o not 
entries for amounts 
Q sign. 
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MONTH 1 tot: Total paid' aurinrMcn.h ^•^^"^"^^it'^hls'Seln^u'ilt'Jn" 

are similar entries for months 2 ^nd 3. A '"""J^"^ but calculated 

^u^^lma^^%^'ilv^T^^e"p-%^mr=^F^^:^u1S eSlalned later in tKis 
doctiment . 

AMOUNT PAID: Also controlled by a formula. It is the sum of the amounts 
paid during months 1, 2, and 3. 

=tfoSf/^sStrtS°s - 2;=^e. 

CREATI16 THE ACQDISITKMS DATA BASK 

« i^rsf 1 npfilon At the Design Menu, select 1, 

1. At the PF main menu, select 1, ^^^i^",' i . !."^is-iaved B:\ . Remember 

tTr^%rTa°^?^?Sattr ^^I'l^l^^' T^^f P^^LH^ and press 
return . 

2. At the blan. screen, ^VPe the followin^^^^ 

each field name with a colon {:) ^^/^^^^^^f *f„!^?^JJ leave sufficient room 
some of the fields will have formulas, be s^^^^*,°^i|^^^_^es ^""^ 
at the end of the field to fit fifteen characters and spaces. 

EXPENSE CATEGORY: AMOUNT ENCUM: 

AMOUNT PAID: 

ENCUMBRANCE: 

DATE ORDERED: I^O^CE 1: 

VENDOR: ^^^^ ^Ij, 

UlvUEtIv ir . TMU'nTnK 2 • 

ENCUMBRANCE QTR: aMOIlN" (2{- 

# OF ITEMS ORDERED: ^^^01^^ 3. 

# OF ITEMS REC'D: SnT (3)*: 

M0NTH2T0T: 

MONTH 1- 

MONTH 1. INVOICE 1: 
INVOICE 1: AMOUNT {!)• 
AMOUNT (1): ?SSS?CE 2• 
S? ( • ASfm: 
AMOUNT l^): rmrnTrv 

™TOt! • M0NTB3T0T: 
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VORNDLAS 

AS was mentioned previously, entering ^^^^'^i^^Jf' 
design wni enable the program to do all calculations for you. 
To enter formulas: 

design is displayed, enter formulas, as follows: 

AMOUNT ENCUM: #23 = #21 - #22 
AMOUNT PAID: #22 = #4+#a+#12 



EXPENSE CATEGORY: 



ENCUMBRANCE: #21 

DATE ORDERED: 
VENDOR: 
ORDER #: 

ENCUMBRANCE QTR: 

# OP ITEMS ORDERED; 

# OP ITEMS REC'D: 



MONTH 1: 
NVOICE 1: 
MOUNT (1) ! 
INVOICE 2: 
AMOUNT (2): 
INVOICE 3: 
AMOUNT (3) 
MONTHITOT : 

Press PIO. 



#1 



#2 



#3 



#4=#l+#2+#3 



MONTH 2: 
INVOICE 1: 
AMOUNT (1): 
INVOICE 2: 
AMOUNT ( 2 ) : 
INVOICE 3: 
AMOUNT (3): 
M0NTH2T0T: 

MONTH 3: 
INVOICE 1: 
AMOUNT (1) 
INVOICE 2: 
AMOUNT (2) 
INVOICE 3: 
AMOUNT (3) 
M0NTH3T0T : 



#5 



#6 



#7 

#a=#5+#6+#7 



#9 

#10 

#11 

#12=#9+#10+#11 



ADDUG IHFORIUkTIOV: 

o»i*.ct 2 Add. Use the tab key to move from 

1. At the PPS:PP main menu, select 2^ ^aa^ merging possible, you 

one field to the other. To make the ^^^J^^^^f^J^^ ^he same column, 

need to make sure that ^^^^ month as always j ^^^^^^ 

t^mo^^ths^in^^hl dfi:\^^se\Tf:n:ws" (remember to spell them as they 
will appear on the spreadsheet): 



Month 1: Jul 
Month 2: Aug 



Month 1: Oct 
Month 2: Nov 



Month 1: Jan Month 1: Apr 
Month 2: Feb Month 2: May 



Month 3: Sep Month 3: Dec Month 3: Mar Month 3: Jun 

By following this format, you will be c"*-^^- ^'J^^^vo^ ^'ttu o^t 
^name of the month you are merging or ^^^^^^.^^^ have to search once, 
the Choose Records to Edit form, and you will only nav 
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^ flauras hava been entered, press Ctrl C to calculate the 

lag, "^^t l^lJTlt^ s:.,U Of a ccBplete for«, 

KXPEHSB OATECORV= LXBRAHV MATERIAtS AMOUNT EHO«M: 164.10 

AMOUNT PAID: 135.90 

ENCUMBRANCE: 300.00 

DATE ORDERED: 87/07/15 
VENDOR: INGRAM 
fiTinER #• 87—33 

ENCUMBRANCE QTR: ENCUMB.QTR4 

# OF ITEMS ORDERED: 55 

# OF ITEMS REC'D: 30 



MONTH 1: JUL 
INVOICE 1: P334455 
AMOUNT (1): 55.60 
INVOICE 2: 
AMOUNT (2): 
INVOICE 3: 
AMOUNT (3): 
MONTHITOT: 55.60 



MONTH 2: AUG 
INVOICE 1: P67889 
AMOUNT (1): 25.00 
INVOICE 2: P76888 
AMOUNT (2): 40.00 
INVOICE 3: 
AMOUNT (3): 
M0NTH2TOT: 65.00 

MONTH 3: SEP 
INVOICE 1: P87666 
AMOUNT (1): 15.30 
INVOICE 2: 
AMOUNT (2): 
INVOICE 3: 
AMOUNT (3): 
M0NTH3T0T: 15.30 



To remove, change, search, or 
indicated in the previous tutorials. 



print information, proceed 



as 
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The spreadsheet is a computer program that en^^^^^ you to organize 
numerical data ^jd perform mathematical calcula^^^^^ expenditure and 
to monitor our budget, keep f^tatistics, ana pr p f ppg^pLAN 

statistical reports. To posx ^^f?!* f^^J[J|^33ed in Tutorial III. The 
worksheet with the acquisitions data base discussed in 
merging process will be described on Part A, #12 or xnis 



PART A: THE BODGZT 

1 TO set-up the Books by Mall budget spreadsheet, load DOS, plaoe the 
PPS:PLAN disk in Drive A, and type Plan at the A>. 

2. At the mam menu, select 1 :>esl,n/Edlt and P«s%/f--„„* ^i^. 
spreadsheet will be displayed. You will JJ^e rm^s i 

item headings. ^■>a=°l'»'^*"*^e months ^n^^^uart^rs^ "-a^j^^ 

ni\hat y*ou w^Jrbe a"lle^\%"m\v^r by using the "End., key 

followed by an arrow key. 

3. Begin by typing the rows. Spacing is of 9««t imp^rt^^^^^^ =^3^^ ft 

^%^^7t^"t%%"?hl''ule"or k";.o»rT^anr^l«:;iL" :"^roup your rows. 
Client the members o, the giiup under the group headang. 

4. Move the cursor to the area labeled as "Headings.. (column on the 
left) . Type the followj,ng: 

SALARIES AND BENEFITS 
Salaries 
Lib. I 
LA II 
Sub-total Salaries 



Benefits 
TOTAL SALARIES AND BENEFITS 



LIBRARY MATERIALS 

OPERATING EXPENSES 
Office supplies 
Microcomputer supplies 
Library supplies 
Postage 
Mileage 
Printing 

^fTOTAL OPERATING EXPENSES 
EQUIPMENT 



GRAND TOTAL 
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fc. Move your cursor to the first column heading area. The column 
headings will also need to the grouped, so that you may have totals by 
Quarter. Begin by typing the months, using three-word (Jan, Feb) 
abbreviations. Do not use periods. Type the following headings, one per 
column: 

Oct Nov Dec Total Qtrl Encumb.Qtrl 
Jan Feb Mar Total Qtr2 Encumb.Qtr2 
Apr May Jun . Total Qtr3 Encumb.Qtr3 
Jul Aug Sep Total Qtr4 Encumb..Qtr4 
FY TOTAL BUDGET BALANCE 
You should have twenty-three columns. 

6. TO set-up column groups, insert two additional rows in the coii^ns 
headings area, as follows. Place the cursor on Oct. Press F6. 'Insert 
Row/Col" will be displayed on the bottom of your screen. Type R, tor 
row. Repeat these steps once more. 

•7 To group quarters, move your cursor to the space above Oct and type 

_Qtrl until the dashes reach the column labeled Dec. Press the Tab 

ev. Repeat these steps for every group of three months, labeling them 
Qtr2, Qtr3, and Qtr4. Do not include encumbrance columns in these 
groupings . 

8. You also need to create a group that will enable you to calculate 
vear-to-date totals (including quarters and encumbrances) and a balance. 
To do so, move your cursor to the beginning of the top row in the column 

headings area. Type -Expenses- and extend the dashes until (and 

including) the column labeled Encumb . Qtr4 . Do not include columns FY 
TOTAL, BUDGET, OR BALANCE. 

9. FORMULAS AND KEYWORDS: The formulas and keywords make automatic 
calculations possible. To enter formulas, press F9. 

A. Formulas for row groups: Move the cursor into the formula 
region to the left of the row headings . Type keyword and formulas as 
follows, making sure that the cursor is on the same row as the heading 
that corresponds to the formula. 



Keyword /formula 

©Total salaries 

©Total salaries and benefits 

©Total operating expenses 

©Total 



Row Heading 

Total Salaries 

Total Salaries and Benefits 
Total Operating Expenses 
Grand Total 
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B. Formulas fgr column groups:* To create the keywords /formulas for 
the column groups, ^move the cursor into the formula regaon above the 
column headings and type the following: 

Keyword/Formula Column Heading 

QTotal Qtrl Total Qtr 1 

QTotal Qtr3 Tot^i 3 

STotal Qtr4 w tot at 

QTotal Expenses o^r am^^ 

Budget - ©Total Expenses BALANCE 

10. Move the cursor to the are labeled "Recalculate Automatically 
y%" and change to N. This will enable you to recalculate the entire 
Spreadsheet o?ly when yon want to and not every time You enter a fagure, 
which can be terribly time consuming. To recalculate, press F7. 

11 Most fiaures are posted while merging the spreadsheet with the 
Acquisitions data base."^ The only figures that you will have to post are 
the budget figures. Please do so now. 

12. To merge the spreadsheet with the data base: 

a. From the spreadsheet, return to the main menu of PFS:PLAN. 
■Select 2 Get, and preas rc?^ ^rn. At the Get Menu, select 3, Get PFS. FILE 
lata press the ^ab'^key to move the cursor to Directory or fale name. 
Type ACQFILE and press return. 

b The Retrieve Spec form will appear, showing the design of the 
data base. Move to MONTH 1: and type OCT. Press return. 

c. The Plan Spec form will appear. Move to EXPENSE CATEGORY and 
type R to MONTH 1: and type C, and to MONTHITOT: and type (Thas 
means that EXPENSE CATEGORY will supply, the row heading tne 
spreadsheet, MONTH 1: the column, and MONTHITOT: the value) .Press 
Return. While merging, the program also recalculates the spreadsheet 
giving you year-to-date totals and the balance. Repeat -hese steps ror 
each month. 

d. To merge the encumbrances for the first quarter, move to 
ENCUMBRANCE QTR: at the Retrieve Spec form, and ^YP^ ^^^^'"'^J^trl . 
Press return. At the Plan Spec, move to EXPENSE CATEGORY and type R, 

to IncSmbI^NCE QTR: and type C, and to AMOUNT ENCUMB: and type V. 
Press return. 

e It is possible to merge only the expenses or encumbrances 
chargek to one budget item (e.g. Library Materials) during a particular 
month. TO do so, include the expense category, as well as the month or 
^encumbrance quarter on the Retrieve Spec. 

• A word of caution: if the column that will receive the i";^ o'^'jatlon 
already has figures posted, the program will add the new figures to the 
existing ones. This means that you will be posting the same f^S^re 
twicl. TO avoid this, make sure that there are no values in the column 



J fore you merge. 
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onlv For instance, you may want to have ':he ^^^^^^^ displayed on 

?he first quarter, the Vear-to-date "tjl=^ portion of your worksheet 
*the screen or you -J "eed tojrint^a p^^^ ^^^^^^ ^ 

Ideate' ur to- four vlet^for each of your wcrksheets. 

TO create a view, start with your worksheet on th« screen. 

^4. ^\>f> bottom of your screen 

a. Press F8. A — ^J^f ^ J^^'sh^w ofr%mo:e " vie^: (D/S/R) . 
asking you whether you want to define, snow 

Select D (define) . 

..Plan Win then display regions th^^^^^^^^ 

view and to indicate which ^°l^™^^,J°^^*'°to the regions to the left of 
After naming the view, move Vour cursor to the ^^^^^^ to include, 
the rows and above the columns, indicate rows 

t?pe a plus sign ( + ) above each -^^^^^^^fi^^/ed type a minus sign (-) in 
indicate rows and columns not to be included yp^^ ^^^^ ^^^^^^^ 

those spaces. After selecting the rows, p 
then disappear from the screen. 

TO see a view, press PS Select S (--^.J^r^pitsr nof 

^^^^ 

you can enter new values or ^J^^J^^.^^e changes permanent, however, you 
rxr^ee^a-trs-atf 1";- ror"kSeef ^Xaln^ - "-rn to the entire 
worksheet, press F8. 

14. To PRnrr the spreadsheet: 

t^^*- f\ Print and press return. 

a. At the Main Menu, select 5, Prinr, ana p 

-i-v,*. nursor using the Tab key, 

b. At the print Options "'"-'■^^nui elpel?L?J need'to adjust the 
and adjust the options as • ^o^ksheet. Press return, 
page width if you want to prin. the enT:i 

e. vcu Will be asked to position the paper in your printer. After 

doing so, press return. 

15. To SAVE the worksheet: 
a. At the Main Menu, select 3. Save, and press return. 

1 *. 1 worksheet. Using your tab key, 

,ove ?o tl.TorTlt S'nl^e^'^d^typTlprlaT.or any other appropriate 
name), and press return. 
16 To BIMOVB the worksheet: 

" l: *ylu^inrtLn:'arkrfot'trr.e ^orthe-lrio remove. After 
O-rping it, press return. remove the file. If you 

E^..h?iroc«" rrersTeVr^n'xrnot-pres. the escape key. 
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I PIRT B: STATISTICAL REPORT . . 

A spreadsheet is used to "J^P f »>=-^.^J„f,t' rtltlttl" "/of ' .ru«! 

each quarter and a final grand total. 

1 TO set-up the Books by Mail statistics spreadsheet, load DOS, place 
the PfI%LAN disk in Drive A, and type plan at the A>. 

2. At the main menu, select 1 Design/Edit --l/^^^l.l^'^^^^^ 
spreadsheet will be displayed YOU *°^;,ters , and the 
materials circulated, and to\ove between columns and 
grand totals. Remember to use the tab ^^y ^° ™ ^„ followed by 
that you will be able to move faster by using tne cna y 

an arrow key. 

3. Begin by typing the rows ReMej,ber tog^theffor 
i„portanoe, sinoe it determines J^ioh entries are_^g^ ^P^ formulas. To 

calculations, and " *=^=""|"^embers of the iroup under the group 
group your rows, indent tne raemoexo w » ir 

heading . 

4. Move the cursor to the area labeled as ..Headings" (column on the 
left). Type the following: 



CIRCULATION 
BOOKS BY MAIL CATALOG 



Best Sellers 

Gen. Fiction 

Mystery 

Suspense 

Western 

Fantasy/ Sci Fi 

Romance 

Non-Fiction 

Cookery 

Gardening 

Humor 

Biography 

Parenting 

Children 

YA 

LP 

Spanish 




Sub- total Books by Mail 



,ERLC 
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COONTY 

Magazines 
Photocopies 

Books 
Best Sellers 
Gen. Piction 
Mysteries 
Westerns 

.Sci Pi 
Non-Piction 

LP 

Spanish 

Children 

YA 

Sub-total County books 
sub-total County 
TOTAL CIRCULATION 
A/T REQUESTS 
INFO /REP 
5 



5. Move your cursor to the first colu^^^ heading a-a Jhe^col^^n ^ 
headings will also *° J^°^d one ?o; inmltes, quarter totals for 

per month, one for rural P^*^°''?,„^^^ totals for each, and 

each group, totals for both '.^rt two additional rows in 

global totals. TO set-up columns groups,^ 3 ns^^^ ^^^3^ 

the columns headings area, ^| Jf^^^^'' ' ..i^^^ert Row/Col" will be displayed 
column heading region and /^ess F6 xa- ^^^^^ ^^^pg ^^ce 

^rT p\°:r.1o''?^^%- ?oU»eSn,s. one per coa»„= 



more 

RURALl CTPl 



oTtp&Ti and tvue --OCT — Continue to 
Move your cursor to the ^^'^"^^^^Y^^.f ^d of CTPl This allows you to 
extend the dashes until Xi.ey reach the end °f ^^^^^ ^ October, 

enter statistics for rural and crF patrons, 
which is part of the first quarter. 

Type the following in the next two columns: 
RURALl CTPl 

.«o. to the space above RURALl and type -NOV- Continue to 
Move your cursor to tne space auwv ptpi 
extend the dashes until they reach the end of CTPl. 

RURALl CTFl 

«^ -Ho the snace above RURALl and type -DEC— 
rtydThe~es'unt'i! tfe^reach the end of CTFl. 

|^.*CTF: correctional Training Facility, ^ole^a^ 



Continue to 
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With the use or a , „^ ^-he column to the right of 

,our c»«=r V'^OtMm:^'"?-^:^ region o^^the - 

-!U"s ?S:r/okJft r?.^S^vearvors\=^^ra Ja\e nLe columns. 
tS;^ ?h:« :iu'''i""« lofu^ns per quarter. 



QTR2 , I 



ujsil be as follows: 
The set-up for the second quarter will 

2 7" , 

-MAR 1 ^ ortoarolTOTAL CTF2|T0TAL QTR2 

C2 1 CTF2 I TOTAL RURAL21T0TAb oxc i 

S 1 I 1 s i 

,<r,tnnlete the third and 

pollowin. the sa.e steps^ /^^^^^^^^^^ Totals ^olu.n, add three 

• a. Move the cursor to the headings region and tv . 

„A. RURAL VBAR/TOTAL CT. OR- TOTA. 

to the space above VEAR/ TOTAL RURAL -"d 
SaS°-- Co^?i-urto extend the dashes until they 
end of YEAR/TOTAL CTF. 



The same 
for adult and ju 
system, etc. Just 
to your needs. 



.Vpe o. set-up can be usea in Keepin, separate statistics 
,rt^e^^°IS^ l^l 8r%Tv=ur heaaings accorain. 



^ ™»S= TO enter ^-^^^ ^^l^r into t.e .cr..U 

follows, making ^rmula 
that corresponds to the tormu^ 



• 
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^^yword/ formula 



©Total Books by Mall 



§Total books 
8Total County 
©Total Circulation 



Row Heading 

CIRCULATION 

BOOKS BY MAIL CATALOG 

Best Sellers 
Gen. Fiction 
Mystery 
Suspense 
Western 
Fantasy/Sci Fi 

Romance 
Non-Fiction 

Cookery 

Gardening 

Humor 

Biography 

Parenting 

Children 

YA 

LP 

Spanish 

Sub-total Books by Mail 

COUNTY 

Magazines 

Photocopies 

Books 

Best Sellers 

Gen. Fiction 

Mysteries 

Westerns 

Sci Fi 
Non-Fiction 

LP 

Spanish 

Children 

YA 

Sub-total County books 
Sub-total County 
TOTAL CIRCULATION 
A/T REQUESTS 
INFO/REF 
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n pormulas for column groups: To create the keywords/ formulas for 
.'he coiumrgro^sf mov1""thf cSrsbr' into the formula region above .he 
column headings and type the following: 



Keyword/Formula 

QTotal Rurall 
§Total CTFl 
©Total QTRl 

©Total Rural 2 
©Total CTF2 
©Total QTR2 

©Total Rural 3 
©Total CTF3 
©Total QTR3 

©Total Rural 4 
©Total CTF4 
©Total QTR4 

Total Rurall+Total Rural 2+ 
Total Rural3+Total Rural4 



^Total CTFl+Total CTF2+ 
'otal CTF3+Total CTF4 



Column Heading 

TOTAL RURALl 
TOTAL CTFl 
TOTAL QTRl 

TOTAL RURAL2 
TOTAL CTF2 
TOTAL QTR2 

TOTAL RURAL3 
TOTAL CTF3 
TOTAL QTR3 

TOTAL R0RAL4 
TOTAL CTF4 
TOTAL QTR4 

YEAR/TOTAL RURAL 



YEAR/TGTAI: CTF 



©Total GTotals 



GTOTALS 



6. Move the cursor to the are labeled ''^^^/^^^^^^^ 

Y/N" and change to N. You may now proceed to post your figures 
recalculate, preus F7. 



To 



7. To create views, print the statistics, 
spreadsheet, please see TUTORIAL IV, Part A. 



save 



or 



remove the 



ERIC 
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